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MINISTRY OF CIVIL AVIATION |
(AIRPORTS AUTHORITY OF ND

* NOTEFICATION i |
New Delhi, _1!1e. 13th June, 2003

. -—In exercise of the powers conf, erred by sub
~Section (2) and sub-section (4) of section 42 of the Airports Authority o

ia with the previpus approval of the Central Gov,

& L. SHORT TITLE AND COMMENCEMENT.:‘«;— (1) These, Regulations may be called the
b 3 'girports Authority of India (Leave) Regulatiq'ps, 2003. . ..
(2) -~

.- They shall come into force from the date of publicatlon'in-g:he Official Gazette,

-section (1) read with
fIndia Act, 1994 (No.
emment hereby makes

s
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2.% # APPLICATION, -
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These Regulations shéll apply to all employees of the Authority
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R Sl ta) 'lflaer"sons'on deputation to the Authority?¥™ ¢

oLl e

! (bj pe_&ons in”casu‘al'or daily rated or qut-ﬁme employment; gnd B

(c) persons employed on contract exce

pt w_ﬁen the contract provides otherwise.
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£ 3. DEFINITIONS. - In these regulations unlessthe context otherwise requires: -

_(_é) "Authorized Medical Officer” means a:l[medical officer appointed by the Authority
ey 55 either on full ime or part time basis or 4 Registered Medical Practitioner possessing
| minimum qualification as MBBS / BDS / BAMS /BHMS,
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% . () “Authority” means the Airports Authority.of India; = |7

(c) “Competent Authority” means in }elgtion to the exercise of any power,
LR 21 . - RS ¥ Sty 1 Tkt
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i & ;."“Cl'iair'person or any Member or any otherf:Ofﬁce_:i' of theﬁuth_dr_ity to-whom po
_'-"' . © may be delegated by the Chairperson in this behalf provided that in the ca

se of
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Chairperson and whale time Members of the Authority appointed by the Central
Government the competent authority shail be the Central Government; q.

(d) “Completed year of service® means continuous service of specified duration in the

Authority and includes period spent on duty as well as’leave including extraordinary
leave; R

(e) “Employee” means a person in.b_tg,e whole time service of the Authority;

() “Form*” means a form appended to these regulations;

(g) “Hospital” means any hospital Cr dispensary or Medical Inspection (M.I.] Room
established by the Authority or empanelled or recognized by the Authority or under

; . the Central or State Government o Municipal Authority or Local Body; -

1% (h) “Nursing Homes" means Nursing Homes empanelled or recommended by the
d . Authority; : 'a;:- et 2005y

WL (i) "Permanent Employee” means an'employee who has been appointed against a
o permanent post sanctioned on a permanent basis and has been confirmed agamst
the post; and B
;.; ;ﬁ?: 3 ‘ ok
l ¥ 7 (j) “Temporary Employee” means an employee who has been appointed against a
Ei temporary post sanctioned for a specific period or appomted on a temporary baS|s
|;: : £ against a permanent post and has not been conﬁrmed
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B . RIGHTTO LEAVE. - - LG e, T
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#es (1) 4 Leave cannot be claimed as a matter of rlght il

W

(2} When the exigencies of service so requnre, leave of any kind may be refused or revoked
by the authority competent to grant it, but it shall not be open to that authority to alter the kind

A ey

o

g_; ) of leave due and applied for by the employee except at the written request of the employee.
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[‘" y 5. REGULATION OF CLAIM OF LEAVE.: | An employee’s claim to leave is regulated by
ke

kel the regulations in force at the time the Ieave is applied for and granted
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5% 6. " RETROSPECTIVE COMMUTATION QF ONE [(IND OF LEAVE INTO ANOTHER. -

TR

_\ [1) At the request of the employee, competent authority may, at its discretion, convert
ﬁ s I‘ED‘GEDEEIIUEW leave of one kind taken earlier into Ikave of different kind which was. due and
é . admms;bte o him at the time the leave was grantg'ﬁ provided that tge -employee’s request is
’,i_ received within 30(thirty) days of his joining duty - on the expiry of the relevant spell of leave
%g‘;. avanied by him.
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Any amount of leave salary paid in excgss 5hail be recovered or any arrears 5nall be paid
aﬁ;er adjustment. .

gl
ru._, e : X » g{’. .
? sh WIHUM OF CONTINUQUS LEAVE. - Unless the Competent Authority, in view of the
Emephona] circumstances of the case otherwise determines, no employee shall be granted leave
_':;ﬂf any kind for a continuous period exceeding 5 (five) years.
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:I!:L. 8. ACCEPTANCE OF SER‘JICE OR EMPLDYME;‘T WHILE ON LEAVE An employee

“f-*while on leave, shall not take up any service or emplovment elsewhere including the setting up of

!- a pnvate nmfﬁsmnal practice such as accountant, ;ul}-;uitant or legal or medical practitioner
wtﬂ'mt nbtammg the previous sanction of the competant authorlt:.r
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Regular Leave - (a) Except as otherwise provided in these regulations, any kind of

,Eave um:ler these regulations may be granted in combmatiun with or in continuation of any other
Iurrdnfleave except casual leave. st Gt padigz
_{b}q 5 Preﬁxmg or sufﬁxmg of hohdays to leave shall be. allcawed ex{;ept in cases where for-

Bdml!‘tlﬂ:l'abve reasons; permission for prefixing or suffixing of holidays to-leave is specially
mﬂ?riﬁid Ci v Agteneng Ml lklgi;_a,ﬁa ﬂib‘ﬁ"" e ' !
(€)= Intewemng Holidays including Sundavs and Satur;lays, wherever. appncan[e falling within.
he 5pell nf any| I-und of leave shall be counted as leave. |

sifkey gl Iﬂuw\
-g-\ e Co o "fm Fi ..-:;--_'r—,-..';!.'- AU AV
1} Qium.ga_,g (a) Casual leave cannot be cembmed with any other kind of leave under
u;se regulamns except speclal casual leave and restricted gphna? and compensatory leave. It &
'uould nut be -:::-mbmed with both special casual leave and reguiar leave taken together. WY
._gd;m A R AGE ot

' - vl #i .!‘:{ GG ,a.j’v.,WCﬁ oD
,g.q ,.?mﬁlcwee can be. perrnatted to combine half a days, casual [eave: with 5ﬂ'r' other kind.

I-eaue if his absence on the next working day was due to Sicgnﬁs or other-compelling grounds
r.:fﬂj _5
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onty if he has no further casual leave at his credit and he was allowed ta avail half a days casual

» . leavein the afternoon.

1"—.. _. : . b
_ (3)'.-= £ Restricted Holiday - Restricted Holiday can I:ne» prefixed or suffixed to any kind of leave
B or casual leave, ° QbR ST

E}:”-: -_l_ n : I ‘;

&’

f (4)  Compensatory Leave - 4 Comp-ensatﬂrf leave granted in lieu of duty performed by an
2l employee on Sunday or a holiday for a full dayr may be 'treated as holiday for the purpose of
j-" I preﬁxmg or suffixing of leave.
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: _i' (5}  Holidays - Holidays can be pre-fixed or suffixed to any kind of leave and to be treated

L as dut‘;r for the purpose of drawal of pay and allﬂwanceﬁ '
|f: R

(6) Special Casual Leave + The Speci%l Casual Leave can be combined with Sundays,
restricted holidays and other holidays but netjilllfith any other kind of leave.
10. . GRANT OF AND RETURN FROM LEAVE. - *
(1)  Application for leave - Any applicaf-i_cn for leave or for extension of leave and Jeining
Report shall be made in prescribed form anne'xed to the Regulations to the Competent Authority
to grant leave.

i £ | il e STSRE

Ld_ajgjgmu_cg_nﬁgg_g_a_cm h Eeaure account shall be’ mamtamed properly and up
to date in the prescribed form annexed to the Regulatluns for each employee of the Authority by
3
the officer authorized in this behalf. He 5h0ult_i countersign every entry in the leave account.
& i [ l.i'.-' i »iki‘ .:‘ v“ H‘Jr
-I

i 8 8

3) Emnlﬂxeg_s.hguli.annﬂ_tem_m_m Except in emergency, application for

leave for 3 (three) days or more on grounds uther than on medical grounds shall be submitted to

- . e

T e,
Y ohe

_ the authority competent to grant leave in the prescri ibed form annexed to the Regulations at least
" 7 (seven) days befclre the date from which the leave s reqmred

' LU i SN R s

(4) furnish | addr fore pr ding on leave — (a) An
employee befare proceeding on leave shall furnish in the application his address during the
-period of leave. However, in case when it is not possible to indicate address, reasons for not

e R A

daing so shall be explained by the employee in the leave appllcabon and the competent authority
would satisfy itself before granting Jeave. - #2Thanen  E

S T
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(b) No employee should leave the' Headquarteré—.-or place of station or posting without

permission of the Competent Authority. In all applications for leave including casual leave or

compensatory leave during which the employee proposes to leave the station, the fact shouid be
stated in the application with the outstation address. f.,;

(c) Any person who wishes to leave the station dunng the period of leave already granted to ‘ ,]
him should netify his in_tention together with his address to his officer. Any change in that __:‘1
address, which may occur thereafter, should also be communicated. ‘

o

- Mo lieave shall be granted to an
employee until a8 report regarding its admissibility has been obtained from the Competent
Authority maintaining the leave account,

(5)  Verification of admissibility of I
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(6)  _Leave notto be qranted in tertain circumstances - (a) Leave shall not be granted
to an employee when the competent authority has decided to- dismiss, remove or compulsorily

retire him from service of the Authority. o - --ellir_ :
{b) Leave shall not be granted to an employee who has been placed under suspension. ~.. 'f
: \! e h

(7 Medical Certificate for Ieavé on\"”medlal grounds - Leave on medical grounds shall
be sanctioned to an employee on production of medical certificate of illness from an Authotized
Medical Officer or Hospital or Nursing Home, Competent’ Authority may secure second medical
oplnlon, if necessary, SRR

R |
(8) Fitness Certificate at the time of joining - #ﬁ—"emplcyee who has been sancﬁoned"\- .
leave or an extension of leave on medical grounds shall'noﬁbe allowed to resume duty unless he
produces a “fitness certificate” from the Authorised Medical Officer or Hospital or M.rsing-Home,

(9)  Waiving the production of medical Certificats *

The authority competent to grant
leave may, in its discretion, waive the production of Medrca![(erbr icate in case of an application

far leave for a period not exceeding 3 (three) days at a tnrné Such feave shall not be treated as i |

leave on medical grounds and shail be debited against leave l_Btner than leave on medical ground. |'g _
f+ |

(10) Commencement and termination of leave - Leave ordinarily begins on the day on

which the transfer of charge is effected and ends on the day preceding that on which the charge
is resumed. : S

!
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- (11). . Retumn from leave - An employee on leave shall not return to duty before the expiry

of the period of leave granted to him uniess ke is permitted by the Competent Authority to curtail
his leave and resume duty before the expiry of leave sanctioned to him. “ He shall submit a
Joining Report in the prescribed form (FDRM NO.II). :
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(12) Eﬁaﬂmmjﬂﬂmm An employee may be recalled from leave,
1. by the Competent Authority, if the &mgencies?f the work so demand and shall be paid:

B (a) ° Traveilmg Allowance for journey to be performed to resume duty, as
smE ol bas radmissible to him, and - '-; Qxot I wliilaian . . :

30 {b} ' Leave salary which he would have drawn until i‘ie resumes duty.
’ i i ﬂlr J)L

unauthorized absence from duty. = (a) Unless ‘the authority competent to grant leave,
¢ extends the leave, an employee who remains absent after his leave is over is entitled to no leave
-~ nsalary for the period of such absence and that period shall be debited against his leave account
ﬁ? - as though. it were half pay leave to-the extent such leave:is: due, the period in excess of such
By leave due be.l.ng treated as extraordinary leave. - __ -
2 (b). - Willful absence from duty after; the expiry of ieave_renders an employee liable to
« disciplinary action, | 500 RIS }i'«»é:»%uu.
-, 1 (€). . The unauthorized absence of this kind apart from resulﬁngl in loss of pay and allowances
: '_ - i for the period of such absence would also constitute a break in service entalling forfeiture of past
. service, unless the break ifseif is condoned and treated as ‘dies-non’. If the break is condoned
«.and treated as;‘dis. non’ by the Competent gﬁ;ugmritv,l._the service rendered prior to unauthorized
-4 trabsence be colinted for all purposes but thegperiod of break itself will not count for any purpose
: ?am:l treated as dies non unless the mpiove&;&presents in this regard.
(@ " The consequence of unauthorized absence from duty, which is not condoned, would be
BSfﬂllﬂ'u*ﬁl Ao u.'_--._:;~,_,._. ; L GTE! 1;1-“.4_‘, fesitarde. [t L
] ,kﬁauﬂg_sj};amnes No pay aqd allowances are admissible dunng the period of
.-unauthorized absence. ind Sy o :
. Increment ~ The perlod of such unauthﬂnzed abSEm:e would not count for increment.
Leave - The period of such unauﬁmgzad absence would not count for earning ieave.
3 3 Contributory Provident Fund -.-,The‘égrind of unauthorized absence would be ignored for
R ; 4+ the purpose of entitliement of Cuntﬁbutow.Fmvident Fund benefits. 2.
12 ~ (V) s Gratuity — The interruption in SEMCE caused by such unauthorized absence wouid entail
A Sl fﬂrfﬂture of past service for the purpese of entitiement to gratuity.

T g L: ...r
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(e):* If such employee reports for duty before or.after initiation of disciplinary proceedings, he

wil |
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(hlculatlon of Earned Leave: - " : .

beres _m 15)( *a'l §

?'l

t l E VG
(l)“I " Advance credit lntwounstaliments’ 2

-+
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<

) f.xzdev zo: 9a .}.'*

"so carried forward plus the credit for theahalf year shall not exceed 300 (three
o i hundred) days. | i

RET S mlmr‘r e VST "lo uuu’*'m MG evBud o
i- . &y :

: gyl - U NeART vy D M
ﬁ';lt tha Initial appointment -

The credit for the half year ln) which 'a'n employee is
() L
appolnmd will be credited at the rate of 2

Y2 (Two and a haif ) days for each oompleted calendar
,Of service which he is likely to render in half year in which he is appointed. ..

Application for Earned Leave: - An application for earned Ieave or extensuon shall be
the prescribed form (FORM NO.T) - e o
1 lﬂhe rﬂlrementor resignation: - The credit for the half year in which an employee
na:e or resigns from the service shall be allowed lqave at the rate of-2 ¥ (two and a
-_.,i wppleted calendar month up to the date ofwretlrement or resngnanon If in the
wagl employee who lesagns or retires from the sennce, kl'ie leave already avalled of is more
made in respect of leave salary

_ iﬁ ITIEN

5 ‘‘‘‘‘ ; :

Sl u BRCS | ;
EA NN

for the half-year in which an

. or dismlsed or died lNI|| be allowed at eﬂrate of 2 ‘/2 Qwo and a half)

%perconuﬂehed calendar month up to the end of the cal & lln‘ﬁ)ndl)giiededmg the calendar
th in which he_{_she is removed or dismissed or died.
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' cannot be credrted to Earned Leave Account,

' (f)'.‘ Adjustment of Extraordinary leavel - If any employee has taken extraordinary leave

in a hatf year, the credit allowed shall be reduced by 1/10™ (one-tenth) of the extracrdinary leave
availed of during the previous haif year subjectto a maximum of 15 (ﬂf’ceen) days.
' Tl

{9) Adjustment of Extra-Ordinary Leave taken at the time of retirement or

resignation or removal or dismissal or death: - If an employee, who is retired or resigned

: . of removed or dismissed or died in the mrddie of a calendar year, has taken any Extra-Ordinary

Leave during that half year, the earned leave credrt shall be reduced at the rate of 1/10" (one-

tenth) of such. Extra-Ordmary Leave and leave gccount regulanzed

(h) £ Fraction to be rounded off: - Whlle givmg credit, fraction of 0.5 and above a day shall
be rounded off to the nearest day e.g. 7 ¥2 (se\ren and 2 half) days to be rounded off to 8 (eight)
days Y I S _ .¥| '

(i) when the period of absence treahed as dies-non:. -+ When the period of absence
has been treated as ‘dies-non’ in half year, the credit to be allowed to leave account at the
commencement of the next half year shalt.pe reduced by.1/10% (one-tenth) of the period of
‘dres— non’ subject to maximum of 15 (ﬂﬂ:een}r days EREVRVIT

) Earned Leave oh account of unavailed joining time: - Unavaiied joining time

(subject to a maximum of 15 days) shall b‘; aliowed to be credrted in earned leave account
. : B }l v i' K 3i-
sub]ecttothe followrng conditions: = . g AR
A ﬂbg‘; 34 RN

(|) If employee joins the new post wrthout avallmg full admissible joining time, the unavarled
penod as admissible is to be allowed to his earned leave account

I . ..‘H‘; : '. Vi -
(i) The credit of Earned Leave rnclud;ng the. unavatled joining time credited should not
exceed 300 (three hundred) days; and o

Wil N0 S FET AN r LELoeh

i

(lu)' One day joining trme admrssrble fﬁf transfer wrthrn the same station, if not availed,

L’QI I LU -.;rr'..::"

~

(k) Grant of maximum Earned Lea\re at a time: - (i) The maximum amount earned
leave tnat may be granted to an employee at a time shall be 180 (one hundred and eighty) days,
provrded that where the employee spends any f such leave outside India, he may be
granted eamed ifeave up to a maximum Df 1300 days Subjrect to the condition that the period of

. eamed leave spent ifl India sharl not in aggregate exceed 180 days.

o (ii) Eamned Leave may be taken at a t:r.e_ up to 300 days as Leave Preparatory to refirement.
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(2}  Haif Pay Leave: - ' “}l T -
(a) Calculation of Half Pay Leave: : BN ey
{i) it_in installments: 0T The leave account of an employee shall be |

credited with 20 (twenty) days Half-Pay Leave in a calendar year. This shall be credited advance
in two instaliments of 10 (ten) days each, on First day of January and First day of July of every
calendar year. ’

) R Nt N
(i) On initia!l appointment: - The credit for the half year in which an employee is appointed
will be at the rate of 5/3 days for each completed calendar months of service which he is likely to
render in a half year in which he is appointed. sl e oy

*

(i) On retirement or resignation: - The credit for the half year in which an employee is due
to retire or resign from the service shall be‘allowsd at the rate of 5/3 days per completed 5
calendar month upto the date of retirement or resignation. If in the case of an employee who

resigns or retires from the service, the leave already availed of is more than the credit so due to .,

him, necessary adjustment shall be qu'e in respect of leave salary overdrawn, if any.
™,

L
LY

(iv) Qn_r_emgyaj_g;_dmm;ssa]_q;_deaj;h_l - The credit for the half year in which an employee is
removed or dismissed or died shall be allowed at the rate of 5/3 days per completed calendar
month upte the end of the calendar month preceding the calendar month in which he is removed
or dismissed or died. T e S

Ja e It
3150 13

) When period of absence treated as dies non: - Where a period of absence or
suspension has been treated as dies non in a half year, the credit to be afforded to his half pay
leave account at the commencement of next han" year, shall be reduced by 1/18 (One by
eighteenth) of the period of dies non subject to a  maximum of 10(ten) days. In case the period
of suspension is not treated as périod spent on duty, it would not count for eamning leave.

{b) Fraction to be rounded off: - While giving credit of half-pay leave, fraction of a day
shalt be rounded off to the nearest day. T o :

(c) To be granted on Medical certificate or on private affair: - The leave under this

Reguiation may be granted on production of medical certificate from an authorized medical
officer or on private affairs. o w74

3
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@ ! (d) Not to be granted in certain clrcumstances Half pay leave shall not be granted

HiE

1-;" o an employee unless the competent authority has reason to believe that the employee wil

q retum to duty after expiry of such leave. ﬁ}. O SRS

4
e

(&) " Maintenance of Half-Pay Leave acoount' ’- The balance should be worked out at
the end of each haif-year by debiting- e

i
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@ " (i) HPL taken
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Lo ohgs
. f',__' Ay oy 1? (Iii) LeaVE'not-dLie Bken .!,1‘;

x:
(i) Twice the amount of Cﬁmmu Le ken

J i lh‘“”

3! b Tt o .0) T :.L i

e

o

: o (f) Appncanon for Haif Pay Leave. - An apphcatlon for half-pay leave or extension shall
5 be made in the prescribed form (FORM NQ, T b s

"(3)"§9mmu1ed.tga1e=(a) " Conditions m Leave : -
Commuted leave not exceeding  half the amount of half pay Ieave due may be granted on

production of medical certificate from an authonzed medlcal officer subject to the following
condmons ’ . - ﬂ 1\ VRS D B L ]

e (i) At the r mugj. of the. gmp ovee: - Commuted leave may be granted at the

®ooo 31“' b request of an employee e\;n when earned Ieave is due to him,

rr

5’..*_'1 . .'-:-.; % Y SRR F

N () MMHMMQWM'~H the Competent Authority is

satisfied that there is rea nable prospect of the empmyee returning to duty on

""‘" s expiry; and < S e
A7 _‘ }5. [T ‘-:-"Il'qiv\ !h_ ‘ : 1 H {J“ ,_‘I

' mj _,Q, .(lzl)mnnﬂimﬂlﬂal_fﬁa_y_wm = When commuted ieave is granted, twice

<Binai a1 2o the amount of such leave shail be debited against the half pay-leave due,
’ ,i,;., e

"(b). ' irement or resignation: - “When an empfoyee who has been
granted commuted ieave, resigns. from. ,sennce at his own request or permitted to retire
- voluntarily without returning to duty, the commuted leave shall be treated as half-pay-leave and

7 the difference. between the salary in respect of commuted Eeave and half pay leave shali be
recovered, ™ PRE qﬂu Y fihs B¥gge dn

EEERTC I N tl ?&i Pato fel o ch i Q\laﬁb}i“—.m : .J‘\ 'h" “’ | o
Provided that no such recovery sha!l be made if the retirement is by reason of ill health
incapacctatmg the employee for further service or in the event of ;Ieath

i q;:-. ey 8 ¢
Jaly o i i
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(€) MDQHIMLCHQILQLM&CMQ&M :- (i) Half pay leave up to a maximum of 180
days may be allowed to be commuted during the entire service (without production of medical
certificate) where such leave is utilized for angpproved course of study certified to be in the
_public interest by the competent authority.

- . L
(ii) © Commuted leave in continuation of matéinity' leave rhay be granted up to 60 (sixty) days
without medical certificate (except on account of leave for mlscarrlage or abortion).

ks e
(m) - Commuted leave up to a maximym of 619 days may be granted to a female employee
"~ with less than two living children, on adoption of gchnld less than one year old.

(d) " Application for Commuted Leave : Aq apphcatlon for Commuted Leave or extension

shall be made in the prescribed form (FORM NOIQ

4 Leave notDue © ¢ u
i C 3.

@ . mmmww : Leave ot - due, may be granted 0 2

$ _ permanmt employee subject to the foliowing COﬂdlt&Ol’lS St g

. xi
T . r(;) A r f the empl : -_;uf'{hen there is no half-pay-leave at the credit
' " "m of the empioyee and he requested fgr grant of leave not due;
[T S 4 . {

Al the discretion of the Competent Autherity: - The Competent Authority is
satisfied that there is reasonable prospect of the employee returnmg to duty on
the expiry of leave; fi o

I

feave n : Leave not due during the entire service
shall be limited to a'maximum of 360 (three hundred & sixty) days out of which
not more than 90 (ninety) days may be granted at a time and 180 (one hundred
and eighty) days may be granted othe: \ vise than on Medical Certificate;

-

Limited to the Half Pay Leave: - Leav? not due shall be nmated to the half-pay
Ieave the employee is likely to earn aftewthe grant of Ieave not due; and
. g=.1
biti he Half Pay Leav nt: - Leave not due shall be debited
against the half—pay leave the employee earned subsequently

'_ (b) tmmwwﬂmm - Leave

Not Due may be granted for a period not exceeding 360 (Three "hundred and sixty) days, during
165 1Gi/°3 -6 ., VR e




- o - ' THE GAZETTE OF INDIA : EXTRAORDINARY [PartI—Sec. 4]

'Z'-_1 his entire service to a temporary employee who is suffering from tuberculosis leprosy, cancer or
mental illness subject to the fulfilment of conditions in Clause (a), Suy-Regulation (4) of
Regulation 11 of this Regulation above and aiso sudject to the follow ihg Turther conditions

" namely: T
- |

AT

‘-‘.!k. . ] ;.31'.
() That the employee has put ing mlmmum of one year of service in the Authority.
(ii) That the post from which the employee proceeds on leave is likely to last till his
~ , retumn to duty ;and o oun L el ou ke

(i)  That the request for grant of such leave is supported by medical certificate.

:,I"-:-"'."-q!-"ﬁi':."'r'r'
g - .'IL

(c) m_cgsg_oigﬂmm_or_rgsjgnﬂﬂm: . (i) Where an employee who has been granted
Leave—not—due reSigns from service or at his request -i's permitted to retire voluntarily without
4 ~ retuming to duty, the leave-not-due shall be cancelled his ressgnatlon or refirement taking effect
N _from the date on which such leave had comme'nced and the leave salary shall be recovered.
(ii) Where an empioyee who having avglled himself of leave not due, returns to duty but
_ _resigns or retires from service before he has earned such leave, he shall be liable to refund the
pE e i Ieave salary to the extent the leave has not been earned subsequently.
Provided that no leave salary shall be recovered under Reguiation 9 if the relirement

‘ is by reason of ill health incapacitating an employee for further service or in the event of

- his death. o

ke 4 e . w e
: SRR

"

e
1

poe
Wi
]

Ty

YA T

An apphcatlon for Leave not due shall be made in

td) mmmums_mm
7 the prescribed form (FORM NO.I),

- m%

= .\.E'piup'-.-.n;\:-:.;-a

g . _ st Fat
i - (5 Extr-Ordinary Leave (EOL).* ﬂn

* ; IRt

B . (@) cnﬂﬂnmﬁ_mmnﬁzma_ﬂrm&w_tﬁﬂ. < Extra Ordinary Leave (EOL) may
be granted to an employee in the following sn&mal circumstances, namely :-

- ()  When no other leave is admyssible; and

f‘ : T (ii)- " When other leave is admisﬁilble, but the employee applies in writing for the grant
. " of extra ordinary leave. . I
HE :'5 .. (b) Maximum Extra-Ordinary Leavé_: admissible gn any one occasion: - (i} Unless the
g o competent authority, in view of Exceptionall or extreme compassionate circumstances otherwise
"1:: I ' - determines, no employee shail be granted xtra-Ordinary Leave on any one 0CLasion in excess of
T 12 (twelve) months but not in excess of hiree months without medical certificate and 6 {six)

months with medical certificate in respect of temporary employees. Provided that the limit
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aforesaid may be raised to 18 (eighteen) months on production of a medical certificate in case,
where the employee is undergoing treatment for cancer or for mental illness in an Institution
recognized by the Authority or is undergoing treatment in a sanatorium, institution or under a
specialist, recognized by the Authority, for pulmonary tuberculoss or pleurisy of tubercular origin,
o tuberculosis of any part of the body or leprosy.

.-, - . -—-I!.
(ii) For 24 *(twenty four) months, where the jeave is required for the purpose of prosecuting

studies certified to be in the public interest provided the employee concerned has completed 3
(three) years of continuous service on the date of expiry of leave of the kind due and admissible

mdudmg 3 (three) months extraordirary ieave under clause (a). Where the employee is granted

EQL in relaxation of provision contained in clausekb) shall be required to execute a Bond in the
prescribed form undertaking to refund to Ai Authonty of India the actual amount of
expenditure incurred by the Airports Authority of ndia during such Ieave plus that incurred by
any other agency with interest thereon in the event of his not returning to duty on the expiry of
swm leave or quitting the service before a penodw of 3 (three) years after return to duty, The

I:-dnd shall be supported by sureties from two perrnanent employees havmg a status comparable

m or higher than that of the employee concerned.
¥l

b | Wi,
4 Cew

(iii) Employees belonging to Scheduled Caste or Scheduled Tribe may, for the purpose of

_ atl.endmg the Pre-Examination Training course at the Centres notlf ed by the government from

t:rne to time, be granted extraordinary leave by the competent authonty in relaxation of sub-
clause (ii).

N
L%

: {iv} Two spells of Extra-ordinary Leave, if mtervened by any other kind of leave, shall be

treated as one cunnnunux, spell for the purpose of applwng lhe maximum limit,
= 1 Jote T ET ]

{-::} Application for Extra-ordinary Leave: Apphcanon for Extra-Ordmary Leave or
E:-ctensvan shall be made in the prescribed form {FDRM No.I)

;,‘, -’ 3! y & Ii

°§!§f RN T

kd~.

i LA (T ) 3 A
-(6) Maternity Leave : TR T h
i
i (a}_ For Pregnancy: - A female empioyee with ieae than two survwmg chnldrén may be

granted Matemity Leave to 135 (One hundred thirty fi ive) daye twice In semce penod including
- for Mglcai Termination of Pregnancy or Abortion. In order to avail this leave, the employee

snodld_eomplete one-year regular service in Airports Authonty of India. The leave will be granted
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P

‘i _on submission or production of Medical Cer‘qf icate from Authorized Medical Officer or Hospital or
Nursing Home. -

(b) Threatened abortion: Maternity leave is not ad rniss_i_bie er threatened abortion.

: (c) Leave not to be debited: - Matermty leave shall not be debited to the leave account.
? A female Empioyee may be granted Ieave of the kind due and admissible (including leave not due
E _and commuted leave not exceeding 60 days) without producnon of medical certificate for 3
I -

4

jpenod up to one year or till such time the] child is one year oid, whichever is earlier. However
: this facility will not be admissible in case sne |s already having two surviving children,

(d)  Forchild adoption: - Maternity leave is not admissile.
y Chi N .

Y

if-m
34
21
|
Ak
1
15
B

(e} Combinatiop with other k]ng;lgf_jg_ug: . (i) Mater_nity Leave may be combined
_ Wlth leave of any other kind. | :

(n) _ Leave of the kind due and admisslble including commuted leave for a period not

exceeding 60 {Sixty) days if applied for may be granted in continuation of maternity leave

. {except on_at_:count of leave for nuscamagg or abortion),

5 (N Ap.p_hggﬂgn_[qr_ﬂg_tgm]h&ny_e Applrcatjon for Matermty Leave shall be made In
the prescribed form (FORM NO.I) P

173
5
fd
i

4
e

(7) Special Disability teave: (l) Admissiblllty Admissible to both permanent and
temporary employee — (|) When empiovee is disabled by Injury intentionally or accidentaily
inflicted or caused in, or in consaquence of, the due performance of his official duties or in
consequence of his official position, and

SRRy

{ii) When an employee is dlS&blEd by illneﬁ Incurred in the performance of any particular
duty, which has the effect of mcreasmg his Habllity to illness or injury beyond the ordinary risk
attaching to the civil post held by him unger the same conditions.

r)  Conditions: - (i) The disability due to injury, itself should have manifested within three

5+ ™. “ihs of the occurrence to which it Is attributed and the person disabled had acted with due
promptitude in bringing it to notice. . '

L. - - B

4




Provided that the leave sanctioning duthority, if satfsﬁ_ed as to the cause of the disability
'méy relax the condition and grant ieave in cases where disability hﬂs manifested more than three
Months after the occurrence of jts cause, '

(ii) The disabiiity, due to illness, should be certified by an Authorized Medical

{€) - The periog of leave, granted, will be ;]ach as certifi
Subject to a maximum of 24 months, P

-

- 1. Special Disability Leave will not be debi% 1o the leave accoun%.
& S RRNREY [T

©WERE W :

A

A . The leave salary for the first 120 days Wil be the pay last drawn ang for the remaining

(h) If the employee i entitled to any benefit |

- 3. Employees’ State Insurance Act, the amount of leave salary will be reduced by the amount of
- “benefit payable under the above Acts. . o ST

gg“g bee. ., .

e s [y Authority competent to sanction leave - Appoihting authorities are competent to sanction

" Special Disability Leaye. - CoE S

L

—
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(9) Leave Salary. - (3) Eamed Leéve - An employee.on earned leave shall draw the leave
i el -

salary admissible to him which shall > equal to the pay ‘drawn by him immediately before

proceeding on earned leave. '

(b) . Haif Pay Leave or Leave Not Due ~ An employee on half pay leave or leave not due
iS entitled to leave sélary equal to half t!;]le amount specified in Sub-Reguiation (a) of Regulation
9. :

{ (é) | ommuted Leave - An employee on commuted leave shall be entitled to leave salary
equal to the amount admissible under Sub-Regulation (a) of Regulation 9.

Lol
e O
Eh

S ) Extra-ordinary Leave - An empioyee on extraord_inary leave is not entitle to any leave
salary.

(e) Maternity Leave - During ﬁ)q_ﬁperiod of such leava the female employee shall be paid
leave salary equal to the pay drawn imnuiediately_ before prooeéding on leave.

(10) Ei@&!megmmy_t Appli_‘:fltion for encashment of Leave shall be submitted by the
employees. The payment made under eﬁlcashment of Leave shall not be counted as pay for any
purpose including contribution towards provident fund.

e [€Y) f Ear ' " During service, Endashment of Earned Leave will be

k. . Permissible maximum b)vice~§Ti_n_a financial year with minimum of 10 days at a time

_ without insisting on proce_g:ding _on'," leave subjeﬁ to the concemed empioyees
keeping a residual leave of minimum of 30 days aticredit at the time of encashment
L1 oo Of eamned leave. ga e | |

e (a)Eﬂﬁﬁﬂmem_omemsgq_Em;Led_Lemi ‘In the following circumstances, an

employée will be entitied ﬁor encashment of 'uriutifized earned leave due and
., @dmissible at the credit of Jhe employee on the ‘last day of his service without
keeping any residual leave stuec_t t0 @ maximum of |300 (three hundred) days;

J i .
(b) QD_LQLI_LemeﬂJ;_or_&gngmp_Qﬂ Employees will be entitled for encashment of earned

leave at the time of their rﬁtirementafterattaininT the age of superannuation or

resignation from service: 3{}:
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() On death :The eamed leave standing'at the credit of a deceased employee (who dies

while in service) will be encashed and paid to his dependents or legal heirs at the
rate of pay last drawn by the deceased while in service; and - A et 6 Ll

T '5;1"'};.-;"- 5 g T LI RO Py

(d)  The cash equivalent under this claie will be as follows: § prtany a4 ey sl E
Lt T L . . %
Cash Equivalent = Basic + Dearness'Allowance x No. of Eamed Ledive to ba ™ 7 #ms%
e aee 30 encashed. . .; H X1y
(2)  Encashm il -Pay-Leave . In the following circurstances,
an empioyee will be entitled for encashment of unutilised half pay leave due and 1]
admissible at credit on the last day of his service, subject to a maximum of 240 -~
(two hundred and forty) days of haif pay teave, 3
(3) Leaving the service of AAI on attaining the age of superannuation A RN
(b) Death while in service™ ™ s 2 S T
(c) Cessation of service including resignatién other than on grounds of disciplinary’ Jnnoy. -
action, on attaining age of 50 (fifty) yrs. provided the ‘employee has put in a- ST
minimum of 20 (twenty) years of service In Govt. / PSE including a minimum service OTHiE
of 1 (One) yearin AAI, - RN T Ee . ,3)-‘
' . . . :?~ -1 ! . ! N .. " - "
(d) Calculation of Encashment of Half Pay Leave " Y opd - ernerigms
D g B R Sty
_ Half of Basic Pay + DA e S S0
Cash = * - ) X _‘i_‘_No. of HPL to be encashed (Max240) :
Equivalent .30 T ST R YT
: 1 E N ",__ . 4 -
.‘_ l'}p' . - b -f-f-{.,, ) (b) .-
12.  CARRY FORWARD OF LEAVE. - When an employee moves from one Public Section., lang 7 :
Enterprise to another Public Sector Enterprise with the consent of both the empioyers, the ns'{ '
employee shall be granted the facility to carry forward his earned leave and half pay leave, g '
. ’ ) M Do o - " 2 B5 .
13.  SPECIAL CASUAL LEAVE, - Special Casual leave may be granted to the employess in~ - it :
the following circumstances: <G
(1)  Union actlvities: - (a) Special Casual leave of maximum 20 days in a calendar year may =~ 2}
be granted to the members of Central Executive Committe of the Recognized Union. R A 2l
(b)  Special Casual Leave of maximum 10 days in a talendar year may be granted to the % -
Office Bearers of the Recognized Union at the Regions’ and'Airports where formal Union office is '-'le : E
set up and formal list of Union office bearers has been communicated to the local Management 'z 5
on the recommendation of Regional Secretary and Branch Sacretary as the case may be. et }

fe -




8 - THE GAZETTE OFINDIA : EXTRAORDINARY [Part III—SEc. 4}

{c) The other deiegates who are not office bearers of the Branch or the Regional office or
Central Executive Committee Member may be granted maximum of 10 days special casual leave
for attending All Indiz Central Meeting of the Recognized Union. The above said leave may be
allowed only on the recommendation of lhe GeneraI-Secretary of the Recognized Union.

v
(2 Eamily Planning Schemes: (a) Speaal casual leave up to a maximum of & working
days may be granted to such of the emplovees who undergo sterilization operation under the
Family Planning Scheme. The above specngj casual leave may be sanctioned by the competent
authority on production of a medical certifi cate from a riospital approved by Airports Authority of
.India or Ministry of Health, Government of Edia in support of the request from an empioyee.
{b) A day's special leave may be granted to such of the female employees who may go for
Intra Uterine Contraceptive Device mserhog_ under the Family Planning Scheme, on the date of
insertion of Intra Uterine Contraceptive Mce, subject to the prc}duction of a medical certificate
" from the Family Planning Center that t.hé'employee con'cernfed' has undergo Intra Uterine
Contraceptlve Dev:ce insertion. The speciali casual Ieave may ‘bé sanctioned by the competent
authority. . | ";* R
(<) Special Casual Leave for a period of not exceedmg 14 days may be granted to female
employees who may undergo non-perpeiral sterilization under, the Family Planning Scheme,
subject to the production of 2 medical cenﬁﬁcate to the effect that the employee concerned has

GO S TR T XS P e S A

1
-

ke

Ayl

ATE

‘;i undergone such an operation. No special ':.asua! leave wlli however, be granted in the case of
:f, puerperal operation. '
[3 ' ' ) Male employees whose wives undergo either puerperal or non-puerperal Tubectomy
Esg | - operation for the first time or for the second time due to fallure of the first operation (under
|I{5 _ Family Welfare Programme) may be granted special casual leave for 7 days, subject to the

production of a3 medical certificate stating that their wives have undergone Tubectomy operation
for the second time due to the failure of the first operation. It shall not be necessary to state in

the certificate that the presence of the ernployee is. reqwred to‘ look after the wife during her

convalescence
 {e) Empioyees whose wives undergo Tubectomy / SaIpngctomy operation after Medical
i Termination of Pregnancy (MTP} may be granted special casual leave up to 7 days, subject to the
- 'production of the medical certificate statin§ that their ‘wives ihave undergone Tubectomy /
‘Salpingectomy operation after Medical Termmatlon of Pregnanq It shall not be necessary to
s - ' state in the certificate that the presence qf the employee is requited to look after the wife during

T T P i I
3 d. rl v 1 .. & -

L

i
f_‘z. _ her convalescence. ek g‘;ﬂ : o
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(absence was due to picketing or ossturbances or curfew, special casual leave may be granted

&-‘. '} {nﬁpecﬂve of the distance from residence to office.

AR (b) If, however, the officiai had applied, or applies for Ieave for genuine reasons e.g. medical
B "grounds, etc. for the day or days ef the bandh, he / she may be granted the leave admissible

e including casual leave and not Special Casuai leave.

'P - . PRI PP ifs

" (5)° Other Purposes: . Special Casuai Leave may alsobegranted for :

;;.‘ (a) Parodpabng in° Republic Day paragﬁ‘ gnd rgpprsals thereof as members of St. John
T Ambulance Brigade. o v R D e

) T Donating blood to recoqmzed bloog(banks on workmg days for that day only;

'-'7?"‘._} A ‘EC) Tralnlnq and duty as members of omcraily sponsored auxiliary police organization, such
19 as Home Guards, National Volunteer Corps, etc., and e e

) "(d)"'; The day of election or byeelectqlon tor the Lok Sabha or State Assembly in the

~ =77 Constituency where the employee resrda,J 3&5 ofTrce yere qutsrde the constituency and is not

: closeforth :
edav AL T rl"\‘l;i’i‘ REPRE ‘{ Rt N ."‘

e (6) Compination of Special Casuyal Leave: (i) The special casual leave can be combined
'; with Sundays, restricted holidays and othef; olidays but not wrth any other kind of leave.
_-.7;':??:'-.;‘ {ii) This leave will not figure in the reg lar leave account of the employee. It will be treated
us -as duty for all purposes fike fixation of pay; rant of mcrement and payment of salary.

,. Lm.acsas W INR T T e TG K
f?{,_” ., 14.. . CASUAL LEAVE - (1) Applicatlon for casual Iea\re An application for casual leave

,3 snaubemade in the prescribed form (FormiNo.-V).siis, pnmw iy
. &: -Conditlons for grant of Casual Leave =i Gasual leave will be admissible to al
. far employes of the Authonty both permanant{and temporary as mdlcated below:

' ',xﬂ ()m_, «Hp 13 3 maximum of 12 (twelve) dars in a calendar year; -

Hf?’* (II) o ﬂl‘t can be combined with Sundayﬁx[restncted holidays-and other holidays, but not with
“iha o - any other kind of leave. When so oombmed the in: tructrons regarding the total period of
. a:r absence, shall be issued by Competent Authority; -

(aia) Casual leave cannot be availed of for less than half a day,

(nr) ‘u < Newly appointed employees dunng their ﬂrst year of semcé will be given casual leave at

}. i3 EHERI LK 1’\-AIII
m “7 % the rate of3 days per quarter:- ]_“_E- 1D at V) Gil .
o v -)  Casuial leave will not figure in the regular Ieave account of the empioyee. It will be
i semae = reated as duty for all purposa ke ﬁxatlon of pay, grant of increment and payment of
Jt‘ [T S Ame Ln ,\..;ulqun ud':u o ‘bb.- .
hey o - Salany; T
T (RPN B T R L o*"QUM L .rrn'l«i 'o% 0y PRV )

s dne s owl v s wiesd M *“.n.}-. o badne b .5.-?"':’
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(vi)  Casual leave is to be got sanctioned in advance exceplhin the case of emergency or
sudden iliness. In such cases, the concerned ofﬁclal is requlhed u: intimate the oﬂ’lce on
phone or through written commumcatlon and g

(vii)  Maintenance of Casuai leave Record - the_casual Ieave records for the official working [n

different units or Departments will be maintained by the Units or Departments .

concerned themselves., However, in the case of Head of Department the casual leave
record will be maintained by the Department of Personnel

~

R
15,

deserving cases, for reasons to be recorded in writing, relax any ‘of the conditions for grant of
leave of any kind under these regulations. e

e

o~

16, AMENDMENTS, - These leave regulatlons may be amenﬂed or modified from time to -
time by the Authority, -

17. REMOVAL OF DOUBT. - Where a doubt arises as to the interpi'étéﬁbn of these regulations,
it shall be referred to the Chairperson of the Authority’who shall deci_de the same.

i
L

=

18. Repeal and Saving Clause: - (1) On and from the appointed.dabe,' International Airports

Authority of India [Leave] ﬁegulations, 1990 and amendments from time to time shall stand "
repealed;

2) Notwithstanding such repeal, anything done or any action taken or purported to have been
done or taken under the aforesaid Regulations so repealed, shali, in so far as it is not inconsistent

with the provisions of these Regulations, be deemed to have been done or taken under the
-arresponding provisions of these Regulations.

TR L,

POWER TO RELAXATION. - Chairperson of the Authuirity may, at his discretion In ,

e

yer

—|

&

3 B ‘
L3, L R
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'SG' f" PR Tl ‘1 EQM'QLI
o - AIRPORTS AUTHORITY OF INDIA

L E g APPLICATION FOR LEAVE OR FOR EXTENSION OF LEAVE

. (For Earned Leave, Half-Pay Leave, Commuted Leave, Leave Not due, Extra-Ordinary Leave,
Matemnity Leave)

e O

o vy il
i\.l“:Nan'le JRETE

"2, E Dsignation" .‘
3 Ernployee No.

4,§ DeparUnentlSecuon AN

oMY
8B *Type of Leave

6. ‘ Period of Leave
{.

[Refer Reguiations 11'(1), (2), (3), (4), (5) & (6)]

A ome Heae ooan T

s

=] ERAE 1% B FHECIO O

& (B T - ':;sz;.'!'ifa‘

7. CSaturdays, Sundays ' ¥ ¢ ! i
" & Holidays, if any,

. proposed to be
{ prefixed/ suffixed shadpun 0T e

.- {with dates) -

" 8....Pennission to jeave
,-m(.smtnen o

' .,Jh R T SR (VA5 T-Le)
9, ﬁRe,ason for leave

- B A

5 ..
At
o |

10, Complete address

i g % ﬁﬁ‘flm ;o.;w _*m i
- 1 ' ‘\?’ll, ...; .“ ’ 1
YES/:MO -r."l T LA R

BN 1 SRR A SRR

; ri:‘_*if»n‘ql. L TR 2 NS LA - A R
LT ool r
LR [ R

. 1H.’“ i )!o.. . L
- durmg Ieave Lrenod e T T
_ :h. 2L Lt J.}n :;;'i NS O B 141 _
B 5 e . f
Q!h" R ! ,m!s S (1t
e oo red = ;,{ )
Date : -
' N s (Slgnal'ure of Appllcant)

Leave Recommended/
Not Recommended
(If not recomfhended
State reason In brief)

Signature

- Leave a;:uprn:w&d,f
' Not approved
(If not approved.
. state reason in brlef)
4 X R \\‘

ﬁi Signature

(Section Head) - (Departmental Head)
Narme: _ e — Name;__
Date ~ Date : J
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FORM NO, 11

AIRPORTS AUTHORITY OF INDIA
(For Earned Leave, Half-Pay Leave, Commuted Leave, Leave Nnt Due, Extra-Ordinary Leave,
Maternity Leave)
{Eeﬁer Regufaa’ﬂng 1i(1) (21 (3), (4), (5) & (6)]

Sub: Joining Report
&
I hereby report for -:iuty today after auhﬂmg

from to

days of (type of leave)
Medlcal Certificate and Fitness Certificate are ako ;

enclosed,

Name :

Designation

Department /Section

Emplayee No. X

No. of Encls.

Dated :

(Signature of Applicant)

Forwarded to Personnel Department - B

Name of Cfficer

Date :

Designation

Department
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-

FORM MO, 111

iy

AIRPORTS AUTHORITY OF INDIA

[Refer Regulation 11(7) (6)]

117 GlETS
B i Sub:- i _
% (To be filled up immediately after the aEC!dEﬂt by the Dl‘i?“l;er Incharge

L5V

Name . ! Dalgngtjun:

P o

Employee No.: Department:

Date & Time of Accident -

.;'_.: : i
Cause of Accident

| Signature

Name of officer

Signature of Head of Deptt. " reporting __
~ Department

VIR

F Date : Date




(MM -z 4) MRA 31 TS : STENRY

AIRPORTS AUTHORITY OF INDIA
[Refer Regulition 11 (7))

Sub:- Eﬁﬂlﬁﬂ&mmnti&mﬂa_@gnmm

I have met with accident and sustained injury on (Date) while working

in . (Deptt). 1 request that 1 may be granted Special
Disability Leave for (No. of days) from to
o .
Nature of Injury ' RS

Medical Certificate and Fitness Certificate and details of the Medical Treatment taken

alongwith medical treatment documents are enclosed. -

‘u Name
Date ‘ Designation —
-— Employee No.
- Department
:

Comments and Recommendations of the Sectional or Departmental Heads.

Dated :

Signature
(Departmental Head)

FORM NO, Iy .




RS i QR o] ‘

255 THE GAZETTE OFINDIA : EXTRAORDINARY [Paxr [11—Sac. 4]

PR

1
me . R .
N_-EI oo @ T
ihgggnaon o — e

Rl Employee No. :
Casual Leave/RH H

4
e %
74
I
———

< required to be 3
availed on

. R i

‘ Saturdays/Sundays & . _
-« Holidays, if any, o
... _Pbroposed to be i+
" pre-fixed/suffixed [
- plwithdate) L

R (e R

- Reason for leave

"

o

e b, ———_ B o

*+ Permission to leave the station : Yes / No

& If Yes, complete leave address :

: ) } v | \
4 kg . X

!;' o ey g .- e

B ] o b SRS eignature of Applicant )

o Ti 8 IN-
| /e : e~ o 4
7 No.'of Casual Leave / Restricted Holiday: —
& due before availing the above Casual  .vex 0 - oo s

Leave / Restricted Holiday o

No. of Casual Leave / Restricted Holiday: __ -
- due after availing the above Casual o
Leave / Restricted Holiday of sanctioned
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[ Signature of Recommending Officer:

ok
e

B Signature of Sanctioning Officer:
' 5 . S.K. NARULA, Chairman
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